FIRST-TIME LOGIN STEPS FOR WINDOWS 10 COSA DESKTOP

This document provides guidance on the required steps for users logging into Windows 10 COSA Desktop for the

first time. [Subsequent logins will not require these steps]

If you have any questions or issues, please contact ITSD Service Desk at (210) 207-8888, Option 1.

1. Begin by launching COSA Desktop from any of these routes

2. When the Desktop comes up you will be asked to sign into WebEXx

From the CosaWeb EASi page ( https://www.sanantonio.gov/easi ), Click on WORKSPACE

e From https://workspace.sanantonio.gov
[ ]

From the VMware View Client on your device, double click ‘View.Sanantonio.gov’

The first time logging in can take a few minutes as your new profile is being created.
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1.

Enter your Work Email Address here and Click Next 2.

Q Cisco Webex Meetings

Enter sanantonio.webex.com and click next.

O

Sign in to Webex Meetings

user.name@sanantonio.goy

Use as guest

Q Cisco Webex Meetings

Which Webex site do you want to use?

© Enter your site URL:

sanantonio.webex.com



https://www.sanantonio.gov/easi
https://workspace.sanantonio.gov/
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3. Launch Outlook

1. Click the start button and launch Outlook

Explore
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Outlook
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3. |If Yesis not auto-selected, please select ‘Yes’ and
Click Next to Proceed

Microsoft Qutlook Account Setup

Add an Email Account

Use Qutlook to connedt to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts,

Do you want to set up Qutlook to conned to an email account?

(®)Yes
ONO

< Back Cancel

2. Click Next to proceed

Welcome to Microsoft Outlook 2016 X

Welcome to Qutlook 2016

Outlook helps you manage your life with powerful tools for email,
calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

< Back Cancel

4. Your name and work email should be auto-
generated. If not, enter your First and Last name,
Work Email address and your COSA password

Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

®) E-mail Account

Your Name: UserName

Example: Ellen Adams

E-mail Address: user.name@sanantonio.gou

Example: ellen@contoso.com

Password:

Retype Password:

Type the password your Internet service provider has given you.

O Manual setup or additional server types

< Back Cancel
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5. Click Finish 6. Outlook will now open

Add Account X

Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes,

+"  Establishing network connection

+"  Searching for matthew.hein@sanantonio.gov settings
+  Logging on to the mail server l | O O

Congratulations! Your email account was successfully configured and is ready to use.

DChange account settings Add another account..,

e ance

7. Now go back to WebEx, and Click on the Update
button to view your meeting schedules.

Start a Meeting

Join a Meeting ©

Enter meeting informaticon
Upcoming Meetings
\

A

"_"—ui(_ir] im to MBMicrosoft Outlook to wviews all of
wyour meetings.

Show only Webex meetings
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Done!

If you have any questions or issues, please contact ITSD Service Desk at (210) 207-8888, Option 1.



